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1 Welcome to Microsoft Works 5 


Microsoft Works is like a handy all-in-one tool that has the right device for 7 

every task. Like the tool, Works provides a collection of programs to help you Tips 

accomplish the tasks you bought your computer for. 

Starting Microsoft 
Works 

You can start Microsoft 
Works from Windows 
by clicking Start, 


With Works you can: 


m Write letters or create brochures and reports with professional style and 
flair by choosing from hundreds of templates and clip art images. Then 
use the Format Gallery to personalize the look and feel of your document. 


Send documents you create with Works in e-mail messages. 


pointing to All 

m Collect pictures and text from the Internet and other sources and keep Programs, pointing to 
them organized using the Works Portfolio. Microsoft Works, and 

m Manage big projects, like organizing a party or moving house, with the then clicking the 
My Projects Organizer. program you want to 

= Track appointments, special events, birthdays and anniversaries, and get start. In Windows 98 
reminders to be sure you don’t forget any of them. and Windows ME, 

m Track the performance of a sports team or of your car on a trip by click Start, point to 
choosing from spreadsheet templates or by creating your own templates. Programs, point to 

= Manage inventories, from music collections to everything in your home, Microsoft Works >, and 
by starting with a database template or creating your own database from then click the program 
scratch. you want. 


m Take advantage of the Internet by adding Web links to documents you 
create in your word-processing program. 


= Keep names, addresses, phone numbers, and e-mail addresses of family, 
friends, and mores by using the Address Book. 


In this chapter you will learn the basics of using Works. 


Getting Started with Microsoft Works 7.0 


Chapter 1: Welcome to Microsoft Works 


Getting assistance 
while you work 


If you want information 
on how to accomplish 
a task or use a 
program, you can use 
Works Help, take a 
Quick Tour, or use the 
online version of this 
book. 


For more information, 
see Chapter 2 of this 
book or look at the 
Help & Ideas category 
in the Task tab of the 
Task Launcher. 


Works Concepts 


You'll get started working faster with Works if you understand these concepts: 


Task. Anything you do in Works. For example, creating personalized 
stationery, setting an appointment, going to an Internet site, and creating a 
household inventory are all tasks. 

Program. Software designed to help you accomplish a task. For ex- 
ample, the Works Spreadsheet is a program designed to help you work 
with numbers. The Works Calendar program helps you track appoint- 
ments. 

Document. Anything that you create using a Works program and that 
you can save on your computer. A document might be a letter or flyer you 
create in your word processing program, a spreadsheet that tracks car 
repairs, or a database that lists and categorizes your music collection. A 
document you’ ve saved is often referred to as a file. 

Template. A predesigned document that you can use as a starting point 
to create your own documents. Works includes a large number of profes- 
sionally designed templates. 

Wizard. A guide that helps you create documents. When you choose a 
Works template, Works displays a wizard that asks you to answer a few 
simple questions and make choices about how your want your document 
to look. 


Looking at the Works Task Launcher 
Home Page 


When you first start the Works Task Launcher, you are greeted by the Home 
page, which is shown in the following picture. 
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1 Launcher tabs. Click a tab to start using Works by choosing a program, 
a task, a document you saved, to change the way the Task Launcher 
functions, or to get Help on the Task Launcher. 

2 Tasks link. Click Tasks to display the Tasks page. Use this page to 
choose a specific task and have Works automatically choose the program 
to help you complete the task. 

3 Programs link. Click bto display the Programs page. Use this page to 
go directly to a program and open a new blank document in that program. 

4 History link. Click History to display the History page. Use this page 
to find and open documents you have previously worked on and saved 
using a Works program. 

5 Customize link. Click Customize to change the way the Task Launcher 
looks. 
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6 Help link. Click Help to find out more about Works, take a Works tour, 
and learn how to access the Getting Started manual. 

7 Frequently used program links. Click an icon for one of the five 
programs displayed to start a blank document. 

8 Appointments. Click a date in the calendar to view your appointments 
for that day. Choose the daily or weekly view. 

9 Close. Click Close to close the Works Task Launcher. 

10 Works Projects tab. Click Works Projects to display ready-made Works 
projects. 

11 My Projects tab. Click My Projects to display ten of your most recently 
saved projects. 

12 Works Quick Tour link. Click Works Quick Tour to display the Works 
Task Launcher Quick Tours home page. Quick tours use images and text 
to show you some of Works most useful features. 


Getting Around in Works Task Launcher 


The Works Task Launcher makes it easy for you to get to the task or program 
you need. Just click the links on the Works Task Launcher Home page to get to 
the Tasks, Programs, and History pages. For example, click the Programs 
link to switch to the Programs page. 


For more information about getting around in Works, see Works Help. To open 
Help, press F1. 
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You can get help that is specific to whatever part of Works you are working in, 
whether the Task Launcher, a Works program, or a button within a dialog box. 


Help Concepts 
You can save time finding the Help topic you want by using the right Help tool. 
= Answer Wizard. Use this when you want to find a Help topic that tells 


you how to do a task in a Works program. 


= Table of Contents. Use this when you want an overview of Help topics 
at a glance in a book-like display. 


= Index. Use this when you know a specific word or two about your task 
or a program and want more information. 


m Quick Tours. Use these for a look at specific areas of Works programs. 


Getting Help While You Work 


You can get help at any time while you are working with Works. 


To get help on a task or program 


1 On the Help menu in Works programs, click Works Help, and in the 
Task Launcher, click Microsoft Works Help. 
-or- 
Press F1 in the Task Launcher or in any Works program. 


2 Click the button for the Answer Wizard, Contents, or Index at the top of 
the Help pane to search for a topic. 


Tips 


Using the 
Answer Wizard 


For the best results, 
type a complete 
question, not just a 
word or two. For 
example, type “How do 
| set an appointment 
reminder?” rather than 
just “reminder.” 


Click Search after 
typing your question, 
and then click a topic 
in the list. 


Using the Table of 
Contents 


You can move through 
the Table of Contents 
by clicking the book 
icons until you find the 
topic that you want. 
Click that topic to 
display help. In the 
Help pane, this tool is 
called Contents. 
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Using the Index 


To find a Help topic 
using the Index, type a 
single word in the text 
box, and then click a 
topic in the Topics 
found list. 


Using Quick Tours 


You can start Quick 
Tours from the Home 
page of the Task 
Launcher, from the 
Help menus in the 
Task Launcher, 
Spreadsheet, and 
Portfolio. To take a 
Database Quick Tour, 
click Works Help on 
the Database Help 
menu, and then click 
Quick Tours: Database 
in the Start Using the 
Database Help topic. 


To get help within a dialog box 


m Click the question mark in the upper-right corner of a dialog box. Then 
move the question mark pointer to the button, text box, or other part of 
the dialog box, and then click. Works displays brief Help. 


To resize the Help pane in a Works Program 
m Click Resize Help to increase or decrease the width of the Help pane. 
To close Help 


m Click the X at the top of the Help pane to close the Help pane. 
= Click anywhere outside the Help message to close brief Help. 


Looking at Help 


When you display Help, the Help pane occupies one side of the window you 
are working in. The following picture shows the Works Help toolbar. 


1 2 3 4 5 Na 


| 
fongneb Dax 
Had 


pa 


Back. Click this arrow to return to the previous Help topic. This arrow is 
active only when you have displayed at least one topic. 


Answer Wizard. Click to use the Answer Wizard. 

Contents. Click to display the Table of Contents. 

Index. Click to display the Index. 

Print. Click to print the current Help topic. 

Resize button. Click to make the Help window wider or narrower. 
Close Help. Click to close the Help window. 
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The Works Task Launcher looks and acts like a Web site. But in place of Web 
pages, the Task Launcher has Works pages. Rather than take you only to sites 
on the Internet, the Task Launcher also takes you to tasks, templates, tours, and 
Works programs. Each page contains a series of links you can click to get 
information about tasks or to start a task directly. You can start a task by: 


m Opening an existing document associated with the task. 

m Using the Search box to help find the task based on the description 
you type. 

m Starting a program directly. 


Some of the tasks and programs in Works require that your computer be 
connected to the Internet. For example, Internet Explorer and Outlook Express 
require an Internet connection. For information on obtaining an Internet service 
connection, contact an Internet Service Provider (ISP) in your area. In this 
chapter you will learn different ways to start a task. 


Task Launcher Concepts 


You’ll get started working faster with the Task Launcher if you understand 
these concepts: 


= Home page. Use this page as your starting point. The Home page is 
similar to the home page on a Web Site — one location that provides 
access to everything else. 

m Tasks page. Use this page when you know what you want to do, but 
aren’t sure which program to use. Choose from lists of tasks and links, or 
use the Search box. Many tasks in the Works Task Launcher start wizards 
that use templates to help you set up your document the way you want. 

= Programs page. Use this page when you know which program you want 
to use, and you want to start a new blank document. You can also choose 
tasks that are associated with each program. 

= History page. Use this page when you want to find and open a document 
that you worked on and saved previously. 

= Customize dialog box. Use this dialog box when you want to change 
how the Task Launcher works. Click this tab to display the Options 
dialog box. 
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Tips 


Starting the 
Task Launcher 


You can start the 
Works Task Launcher 
by double-clicking the 
Works icon on your 
desktop. You can also 
start the Task 
Launcher from 
Windows by clicking 
Start, pointing to All 
Programs, pointing to 
Microsoft Works, and 
then clicking Microsoft 
Works Task Launcher. 
In Windows 98 and 
Windows ME, click 
Start, point to 
Programs, point to 
Microsoft Works, and 
then click Microsoft 
Works Task Launcher. 
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Looking at the Works Task Launcher 


The following picture shows the Tasks page after a task has been selected. The 
Programs page is similar to the Task page but is organized by programs rather 
than tasks. 


12 3 4 


1 Task search box. Use this box to type a question about or description of 
what you want to do. 

2 Task category list. Click one of the categories to see a list of tasks 
associated with that category. 

3 Task list. Lists specific tasks for the category you chose in the task 
category list. 

4 Task description. Provides a short description of the task and a picture 
associated with the task. For example, the Brochures task in the News- 
letters & Flyers category shows a picture of a brochure. 
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Changing the Appearance of the Task Launcher 


Works displays tasks in two ways. List View shows each task in a list form. 
When you click a task, you see an icon and a description. Icon View displays 
tasks as icons. When you move your mouse over an icon, you can read a 
description of the task. To start a task, just click the icon. 


To change the appearance of the Task Launcher 


1 Inthe Task Launcher, click Customize, and then do one of the following: 


= To display tasks in Icon View, click Icon View. 
m To display tasks in List View, click List View. 
2 Click OK. 


Starting a Task from the Tasks Page 


The Tasks page contains a list of tasks organized by category, for example, 
Household Management. Each item in the task list displays a list of specific 
tasks based on task categories. For example, the Letters & Labels category 
displays a list that includes cover letters, envelopes, and stationery. 
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Using the 
Search Box 


When you type a 
question in the Search 
box, you don’t need to 
type How do | make a 
greeting card? You can 
type, make a greeting 
card. This Search box 
is different from the 
Search box for the 
Answer Wizard, which 
searches for Help 
topics. The Search box 
in the Task Launcher 
searches for programs 
and tasks. 


The number of choices 
you see is determined 
by how specific your 
question is. For 
example, if you type 
investment and click 
Search, you get more 
choices than if you 
type track investments. 
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Starting Works To start a new task using a wizard from the Tasks page 

programs 1 In the Task Launcher, click the Tasks tab. 

In Windows, click Start, 2 Click a task category in the task category list, or type a question describ- 
point to All Programs, ing your task in the Search box and click Search. 

point to Microsoft 3 In the task list, click the task that describes what you want to do. 

Works >, and then click 4 Click Start this task, or, if the task described is not what you want, you 


the program you want 
to start. In Windows 98 
and Windows ME, 

click Start, point to 


can click another item in the task list. 


5 If the task starts a wizard, follow the instructions. Some tasks take you to 
a Web site, or to another program, such as the Calendar. 


Microsoft Works >, and 
then click the program When you have completed your work with the wizard, you can make any 
you want to start. changes that you want to the new document. 


Starting a Task from the Programs Page 


The Programs page contains a list of programs. Clicking a program in the list 
displays a list of specific tasks. For example, clicking the Works Spreadsheet 
item displays a list that includes fitness tracking and fundraising. 


To start a task from the Programs page 


1 Inthe Task Launcher, click Programs. 

2 In the list of programs, click the name of the program you want to use. 
3 In the task list, click the task that describes what you want to do. 
4 


Click Start this task, or, if the task described is not what you want, you 
can click another item in the task list. 


5 If the task starts a wizard, follow the instructions in the wizard. 


For help on blank documents, see Works Help for the program you are using. 


Getting Started with Microsoft Works 7.0 


4 Creating and Using Projects 


You play many roles in your life. Some days you’re a soccer coach, other days 
you’re birthday-party central, and at least once a year, you’re the household 
organizer. With your life as busy as it is, it can be hard to remember everything 
you have to do and still stay organized. 


Well, now there is help. Introducing My Projects organizer: the easy way to 
stay organized and up to date with all of the things you need to do to plan an 
event, organize a team, or perform any number of life’s little projects. 


Got a party to plan? With My Projects, you list all of the things you need to 
do—such as create invitations, order a cake, and find a gift—and the dates by 
which you need to do them. My Projects not only reminds you when each 
project To Do is due, but also helps you find ways to accomplish your task. 


Have party invitations to make? My Projects will suggest Works tasks that will 
help you create great-looking invitations. Have a gift to find? My Projects will 
help you find Web sites from which to search for that perfect gift. And the best 
part is that once you are done with your work—after you have created your 
document or found your Web site—My Projects creates an association to that 
work for the To Do. No more hunting around for missing documents and Web 
sites. Everything you need is accessible from one place: your project. 


My Projects integrates all of the Works applications you know and love into 
one, neat package. With My Projects, you can: 

Keep track of project tasks, or To Dos. 

Have the Calendar remind you when project To Dos are due. 

Associate a Works task, document or Web site link with a project To Do. 
Keep notes about a project To Do. 


Mark a project To Do as complete. 


Getting Started with Microsoft Works 7.0 


11 


Tips 


Starting My 
Projects 


You start My Projects 
from the Task 
Launcher Home page 
by choosing a Works 
Project, creating your 
own blank project, or 
by selecting one of the 
projects you have 
previously saved. 


Only the ten most 
recently saved projects 
are displayed in the 
Task Launcher Home 
page. If you want to 
access a project that 
you haven't worked on 
in a while, click Open a 
project on the My 
Works Projects screen. 
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Deleting Calendar 
reminders 


Selecting a due date 
for a To Do creates a 
calendar reminder. 
When you delete a To 
Do, the calendar 
reminder is removed 
from the Calendar. 
However, if you delete 
the whole project, the 
calendar reminders 
remain. 


For best results, 
remove the calendar 
reminders for each To 
Do before you delete a 
project. To remove a 
calendar reminder, 
click Delete this To 
Do’s calendar re- 
minder on the Work 
with To Dos sidebar. 
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My Projects Concepts 


You'll get started working faster with My Projects if you understand these 
concepts: 


Works Project. A project template that comes with Works, pre-popu- 
lated with To Dos and associated items. You access a Works project from 
the Works Projects tab on the Task Launcher Home page. 

My Projects. On the Task Launcher Home page, an access point for 
projects you most recently worked on and saved. Outside the Task 
Launcher Home page, My Projects is the interface with which you create 
and execute To Dos. 

To Do. A project task that must be accomplished to finish the project. 
This may involve doing work outside My Projects. To make that process 
easy, My Projects enables you to do work in other Works programs, and 
then associate that work with the To Do. That way, your work is never 
lost and can be accessed from one place: your project. 

Associated Item. A Works task, document or Web site link that you have 
chosen to associate with a To Do. 

Note. An area belonging to each To Do where you can type and edit 
simple notes to yourself about the To Do. 


Looking at My Projects 


The following picture shows a project as it looks in My Projects, complete with 
To Dos, due dates, and associated items. 


Getting Started with Microsoft Works 7.0 


Chapter 4: Creating and Using Projects 13 


Have Works help 
you work on your 
To Do 


Using the tasks and 
templates that come 
B Comh guri iet Shia i with Works is the 

B Lecea mapin of simplest and quickest 
way to create great- 
looking documents. 
These same great 
tasks and templates 
can also be one of the 
best ways to help you 
with your project. 


Clicking Associate a 


m Gee coke 


E Fired yet 


Works task on the 
9 10 11 12 Work with To Dos 
sidebar prompts Works 
1 Work with To Dos sidebar menu. Choose a task to perform on the To to find a task or 
Do you’ve selected. template to help you 
2 Complete To Do checkbox. Click to mark the To Do as complete. with your To Do. The 
3 Project Title. Click to type a name for the project. task you select is then 
4 To Do List. View the project tasks in the order in which you have added associated with the To 
them. Do for easy access. 


5 To Do association. Click to choose the type of item you want to associate 
with the To Do. 


6 To Do note. Click to add a note about the To Do. Click outside the note 
to save and close it. 
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For example, for your 
Create Invitations To 
Do, Works might 
present you with the 
Invitations and 
Announcements task. 
Choosing this task 
associates it with the 
To Do. That way, when 
it is time to create 
invitations, all you have 
to do is click the 
association to create 
great looking invita- 
tions. 
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7 Project Due Date. Click to choose a project end date from the calendar 
displayed. 

8 Due Date. Click to choose an end date for the To Do from the calendar 
displayed. 

9 Work with Associations sidebar menu. Choose a task to perform on the 
associated item of the To Do you’ve selected. 

10 Save. Click to save the changes you’ve made to the project. 

11 Save As. Click to save the project as a new file. 

12 Close. Click to exit My Projects without saving the changes you’ve made 
to the project. 


Start a Works Project 


Works provides several ready-made projects complete with To Dos and 
associated Works tasks that you can use to help you do everything from 
planning a party to organizing a sports team. Works will even help you find the 
project that is right for you 


To search for a Works project 


1 On the Task Launcher Home page, type a short description of what you 
want to do in the Project Search box, and then click the Search icon. For 
example, type Plan a party. 

2 On the list of projects displayed, click the one you want. 


3 Once the project has opened in the My Works Projects screen, you can 
add and change the To Dos, set project and To Do due dates, view and 
edit the associated items, and add notes about the To Dos. 

4 To save the project, click Save, choose the location where you want to 
save the project, and then click Save. 
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Start a Blank Project 


If your project isn’t covered by the ones Works provides, you can always start a 
blank project to create your own. 


To start a blank project 


1 On the Task Launcher Home page, select the Works Projects tab. 

2 On the list displayed, click Start a Blank Project. 

3 Once the project has opened on the My Works Projects screen, you can 
add a project title and due date, add To Dos and due dates, find and add 
associated items, and create notes about the To Dos. 

4 To save the project, click Save, choose the location where you want to 
save the project, and then click Save. 


For more information about using My Projects, see online Help. 


Opening your 
saved projects 
There are two ways you 
can open projects that 
you have saved.: 


1. On the My Projects 
tab on the Task 
Launcher Home page. 
Use this method if you 
are working on a 
recently saved project 
and are already in the 
Task Launcher. 


2. By clicking Open a 
project on the My 
Works Projects screen. 
Use this method if you 
want to work on a 
project you haven't 
opened in a while, or if 
you are already in My 
Projects. 


Add To Dos Fast 


To add a To Do more 
quickly, click Add a To 
Do, type the To Do 
description, and then 
press ENTER; a new To 
Do is automatically 
created without your 
having to click Add a 
To Do. 
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5 Writing a Letter 


Writing a letter is still one of the best ways to communicate. A letter gives you 
a chance to put some personality into what you say. In addition, a letter is the 
best choice when you need a record on your computer of what you wrote, or 
when you simply want to ensure that what you write is legible. The Works 
Word Processor makes letter writing easy. 


In addition to writing letters, you can also use the Word Processor to create: 


Simple lists 

Flyers and brochures 
Certificates 

Envelopes and mailing labels 
Resumes 

School papers and reports 


Personalized stationery 


The Word Processor provides the most important word-processing features. To 
make each document distinctive, you can: 


= Choose formatting options to make your document look great. Formatting 
determines the way that text, paragraphs, and pages look. The Works 
Format Gallery provides a wide assortment of ways to change the look of 
your documents. 

Choose from dozens of professionally-designed templates for all occasions. 
Send letters as attachments in e-mail messages. 

Insert information from the Works Spreadsheet, Database, and Calendar. 
Check spelling and grammar. 


Create mail merge documents with the Word Processor and the Address 
Book. 


These are only a few of the many ways you can use the Word Processor. In this 
chapter, you will learn how to use the Word Processor to write a letter by using 
a template, and how to use the Format Gallery to add an artistic touch to it. 
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Tips 


Starting the Word 
Processor from 
Windows 


You can start the Word 
Processor directly from 
Windows. Click Start, 
point to Programs, 
point to Microsoft 
Works b, and then click 
Microsoft Works Word 
Processor. 
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Exploring the Word 
Processor 


One of the best ways to 
work with the Word 
Processor is to use the 
Word Processor tasks 
in the Works Task 
Launcher. From 
Windows, click Start, 
point to Programs; and 
then click Microsoft 
Works. In the Works 
Task Launcher, click 
Programs. In the 
Program list, click 
Word Processor. In the 
task list, you can click 
each item to display a 
brief description of the 
task. 
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Works Word Processor Concepts 


You'll get started working faster with the Word Processor if you understand 
these concepts: 


Document. Anything that you create using the Word Processor is a 
document. For example, a letter that you write in the Word Processor, a 
mailing label, or a brochure is a document. 

Font. A font is a family of a specific typeface all in the same style. The 
Works Word Processor includes an assortment of fonts that you can 
preview by clicking the Font box on the toolbar. 


Cut, Copy, and Paste. Cutting, or removing, content from one part of a 
document and pasting it in a different location in the same document, or 
in a different document. You can also copy information, which leaves the 
content in the original location and duplicates it in another part of the 
document or in a different document. 

Break. A separation you can insert between pages, sections, or columns 
in a document by using the Break command. 


Template. A document that contains predefined formatting, such as the 
layout of the page, selection of fonts, other graphic elements, and text. 
The Word Processor contains wizards that help you make choices about 
the look of the new document. 


Editing. Editing is a general term that means making changes to a 
document. You can edit as you work, or save the document, reopen it, and 
continue editing it. 

Mail merge. The process of inserting names and addresses from a data 
source into a Word Processor document to create a new document. 


Looking at a Word Processor Wizard 


In this chapter, you work with the Works Letter Wizard, which offers different 
letter designs that you can choose from. The following picture shows the first 
page of the wizard. 
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Using wizards 


Wizards are a great 
way to get started 
using the Word 
Processor. You can use 
a wizard to get started 
with your document, 
and then make any 
modifications you like. 


Poris Letlor Wired 


1 Wizard Steps. This list offers different choices for the document you 
create. You move through the wizard by clicking steps in the list. You can 
choose to skip steps. 


2 Layout choices. The first page in the wizard shows you small-scale 
images of different layouts for the documents you can create. Click a 
layout to see a description. 


3 Description. A brief description of the layout you chose that suggests 
when to use that design. 


Writing a Letter Using a Template 


The fastest way to write a letter is to use a Works Letter Wizard template. 
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Checking spelling 
and grammar 

You can check spelling 
and grammar at any 
time. On the Tools 
menu, click Spelling 
and Grammar. Works 
displays the Spelling 
and Grammar dialog 
box. You can also turn 
on background spell 
checking so that Works 
checks spelling and 
marks errors while you 
work. In the Spelling 
and Grammar dialog 
box, click Options. In 
the Options dialog box, 
click Background spell 
checking. 


How to select text 


To select text, click and 
hold down the mouse 
button as you drag 
across the text you 
want to select, and 
then release the 
mouse button. To 
replace the text you 
selected, begin typing. 
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To write a letter using a template 


1 Inthe Works Task Launcher click the Programs tab. 

2 Inthe Programs list, click Works Word Processor. 

3 In the task list, click Letters. 

4 In the task description, click Start this task. Works displays the Works 
Letter Wizard. 

5 Inthe Works Letter Wizard, select options for layout, letterhead, 
custom stationery, recipient address, and theme. 
Tip Click Next to move to the next step in the wizard. 

6 Click Finish. 

7 In the letter, select the sample text and type your own information. 
For example, in the body of the letter, select the words Replace this text 


with the contents of your letter, and then begin typing. The words you 
type replace the selected words. 


When you finish writing your letter, you can save it, print it, include it as part 
of another document, and much more. If you have created a customized version 
of a document, you can save it as a template to use in the future. 


Making Lists 


Lists are a great way to help people find information quickly. With a list, you 
can quickly scan the information to find a specific name or other text, or follow 
a series of steps to accomplish a task. There are two basic types of lists: 
bulleted and numbered. 


The following example compares a paragraph containing a list of objects and 
the same information as a bulleted list. The bulleted list is easier and quicker to 
read than the text in the paragraph. 
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The city aquarium contains many different kinds of fish for the 
public to enjoy and learn about, including sharks, tuna, groupers, 
and barracudas. 


The city aquarium contains many different kinds of fish for the 
public to enjoy and learn about, including: 


Sharks 
Tuna 
Groupers 


a 
a 
a 
m Barracudas 


To create a bulleted list 


1 Type the first item in the list, and then press ENTER. 
2 Repeat step one for each item in the list, and then select the list. 
3 On the toolbar, click Bullets. 


To choose a custom bullet, on the Format menu, click Bullets and 
Numbering. Then, if it’s not already selected, click the Bulleted tab. In 
the Bullet style list, click the symbol you want, and then click OK. For 
example, for a list of telephone numbers, choose a bullet in the shape of a 
telephone. 


To create a numbered list 


1 Type the first item in the list, and then press ENTER. 
2 Repeat step one for each item in the list, and then select the list. 
3 On the toolbar, click Numbering. 


To choose a custom number, on the Format menu, click Bullets and 
Numbering. Then, if it’s not already selected, click the Numbered tab. 
In the Number style list, click the style you want, and then click OK. For 
example, you can choose Roman numerals for an outline list. 


To end a list 


= When you have typed the final list item, press ENTER two times. 


When to use a 
bulleted list 


Use a bulleted list 
when you want to 
display a series of 
items that do not need 
to appear in a particu- 
lar order. 


When to use a 
numbered list 


Use a numbered list 
when you want to show 
a series of items in a 
specific order. For 
example, use a 
numbered list when 
providing instructions 
on how to change the 
time on a VCR clock or 
when displaying results 
of a race or other 
contest that shows a 
specific order. 


Indenting a list 


Indenting a list can 
give it greater visual 
impact. To indent a list, 
select the list items, 
click the Increase 
Indent button on the 
toolbar. The list in the 
example in this section 
is indented. 
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Creating your own 
formats 


You can create and 
save your own format 
combinations. Select 
and format the text, 
such as changing the 
font and color, the way 
you want it. Then if it’s 
not already selected, 
click the Format Items 
tab in the Format 
Gallery, and then click 
Add. 


Closing the Format 
Gallery 


Click the X button in 
the upper right corner. 
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Adding an Artistic Look to Your Letter 


You can use the Format Gallery to change ordinary text to artistic text by 
choosing from any of the predefined formats. You can apply formatting to the 
entire document all at once, or format only the text you select. The Format 
Gallery provides: 

m A variety of fonts to create many different visual statements. 

m A wide range of color combinations for all occasions. 

m The ability to create your own custom formatting. 


To apply formatting to specific text 


1 Select the text or other characters you want to format. 
-or- 
Click to place the insertion point anywhere in a paragraph to apply 
formatting to only that paragraph. 
2 On the Format menu, click Format Gallery. 
3 Ifit's not already selected, click the Format Item tab. 
4 Click Font Set to display the fonts selection and then click your choice. 
5 Click Color Set to display the selections and then click your choice. 
6 Click the item in the list to apply the formatting to your selection. 


To apply formatting to the entire document 


1 On the Format menu, click Format Gallery. Works displays the Format 
Gallery dialog box. 


2 Ifit's not already selected, click the Format All tab. 


3 Drag the Font set slider, or click the scale, to display a sample of the 
fonts in the preview box. 


4 Drag the Color set slider, or click the scale, to display the colors in the 
preview box. 


5 Click Apply All to format the document. 


If you don't like the format, click Undo All, and then repeat steps 3 
through 5. 


6 Click X to close the dialog box. 
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Creating a Travel Budget 


Travel can be expensive. One way to ensure that you have the funds you need is 
to create a travel budget. The Works Spreadsheet contains a travel budget 
template to simplify your planning. 


Works provides spreadsheet templates for many tasks, from keeping medical 
records to home improvement. You can use spreadsheet templates for: 


Tracking personal or business finances, tracking investments, or deciding 
whether to purchase or lease a vehicle. 


Planning and evaluating sports and fitness, including performance of an 
individual or a team, planning workouts, and scheduling events. 


Planning trips and tracking details such as mileage per day. 
Tracking medical and dental treatments and histories. 


In this chapter you will learn to use a spreadsheet template, to calculate values 
based on data you select, and to create a chart. 


Spreadsheet Concepts 


You'll get started working faster with the Works Spreadsheet if you understand 
these concepts: 


Cell. The place where a row and a column intersect. A cell contains one 
specific piece of data. This is where you can type text, dates, time, 
numbers, or formulas. 

Column. A vertical group of cells. Each cell in a column usually 
contains the same type of data, such as currency or numbers. 

Row. A horizontal group of cells. Each cell in a row usually contains the 
same type of data as the column that cell is part of. 

Column heading. A location at the top of a column that identifies the 
column. Letters, such as A, B, or C identify column headings. 

Row heading. A location on the left side of a spreadsheet that identifies 
the row. Numbers, such as 1, 2, and 3 identify row headings. 
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Tips 


When to use a 
spreadsheet 


Use a spreadsheet 
when you want to track 
anything that includes 
numbers, do calcula- 
tions, and then 
evaluate and chart the 
results. 
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= Cell reference. A description of the location of a cell within a spread- 


Using conversion sheet. For example, Al refers to the cell in column A and row 1. 
spreadsheets = Formula. A calculation that uses existing values to produce a new value. 
Works includes For example, miles per hour = distance in miles/time in hours. 
spreadsheet templates = Function. A built-in formula. You can use functions for mathematical, 
for common conver- financial, text, and other calculations. For example, the SQRT function 
sions, such as weights finds the square root of a number. 

and measures, 

aad E Looking at Works Spreadsheet 

units to U.S. equiva- 

lents. The following picture shows a spreadsheet based on a template. 

To use templates, click 2 3 

Works Spreadsheet in 


the Programs tab of i ae silbi - HEHE Wali Sordi beat 
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the Task Launcher, 
click Measurement 
conversions in the task 
list, and then click 
Start this task. 
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1 Active cell. The currently selected cell. What you type in the active cell , 
also appears in the formula bar. Starting the Works 


2 Formula bar. You can type text, numbers, or a formula into the formula Task Launcher 


bar instead of typing into the active cell. To start the Works Task 

Note: When you select a cell that contains a formula, Works displays the Launcher from 

result in the cell and the formula in the formula bar. If you have selected Windows, click Start, 

Formulas on the View menu, the formula is displayed in the cell instead point to All Programs, 

of the result. and then click 

3 Toolbar. The buttons on the toolbar are shortcuts to commands for Microsoft Works. In 
common tasks, such as saving or printing a file. Windows 98 and 
Windows ME, click 
H Start, point to 

Creating a Travel Budget SSE a 
In this procedure, you will create a spreadsheet to budget travel expenses. click Microsoft Works. 


To create a spreadsheet to track travel expenses: 


1 Inthe Works Task Launcher, click the Programs tab. 
2 Inthe programs list, click Works Spreadsheet. 

3 In the task list, click Travel Planning Tools. 

4 Click Start this task. 


Works starts the Spreadsheet and displays the Works Travel Planning 
Tools Wizard. 


5 Click Travel Budget. 
6 Click Finish. 

The wizard displays the Travel Budget spreadsheet. 
7 Enter the information you want in each cell. 

Save the spreadsheet when you finish. 


The Travel Budget spreadsheet contains all the cells and columns to create a 
budget. However, you might want to add a new column to keep track of the 
actual expenses compared to your budgeted expenses. 
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To add and format a column to a spreadsheet 


1 Inthe Travel Budget spreadsheet, click cell F12. 

On the Insert menu, click Insert Column. 

Double-click cell F12, and then type, Actual. 

Click Bold on the toolbar. 

On the Format menu, click Alignment. 

Under Select horizontal position, click Right, and then click OK. 


Click cell F13 and hold down the mouse button as you drag to the bottom 
of the column. 


8 On the Format menu, click Number. 
9 Under Select format type, click Currency, and then click OK. 
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Using Easy Calc to Calculate Values 


The Works Spreadsheet makes it easy to insert calculations based on the cells 
that you select. In this example, you will use Easy Calc to add actual expenses. 
Easy Calc is like a wizard: it helps you make decisions. You don’t need to know 
how to write a formula — Easy Calc writes it for you. 


Now you can start adding actual expenses to compare with the amount of 
money that you budgeted. The following picture shows a portion of the 
worksheet with the new column and actual values entered. 


Now you are ready to start using the calculating ability of the Works Spreadsheet. 
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To use Easy Calc to find the sum of a series of numbers 


1 Enter actual travel expenses in column F. 
On the Tools menu, click Easy Calc. 
Under Common functions, click Add, and then click Next. 


A U N 


In your spreadsheet, select cells F13 through F23. 

You may need to move the Easy Calc dialog box out of the way to select 
the cells. To select cells, click the first cell, F13, and hold down the 
mouse button as you drag to cell F23. The selected cell range is displayed 
in the Range box. 

5 Click Next. 

Select cell F24, the cell in which you want to place the total. 

7 Click Finish. Easy Calc computes the average value and places it cell F24. 


nN 


Easy Calc is helpful for many mathematical operations and functions, but if 
you require more complex calculations, you can either write your own or use a 
Works function, a ready-made formula you can insert. For more information, 
see Works Help in the Works Spreadsheet. 


Creating a Chart 


A chart provides a pictorial representation of the numbers in a spreadsheet. 
Charts are particularly effective for showing relationships between numbers at 
a glance. In this procedure you will create a chart to compare budgeted ex- 
penses with actual expenses. 
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To create a chart: 


1 


2 


In the spreadsheet, select the range of cells you want chart: cells E12 
through F19. 


On the Tools menu, click Create New Chart. 

Works displays the New Chart dialog box. You can click each type of 
chart to see a preview. 

Click the type of chart you want to create. 

Under Specify a title and other display options, type a title in the Chart 
title box. You can click Show border and Show gridlines to add these 
features to your chart. Notice that the preview of the chart adds the 
finishing touches. 

Click OK. 

Works displays the chart. 

To close the chart and return to the spreadsheet, click Close on the File 
menu. 


The following picture shows the New Chart dialog box and the preview of the 
chart for the spreadsheet example in this chapter. 
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For more information on using spreadsheets, see Works Help and the Quick 
Tours in the Works Spreadsheet. 
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When you look around your home, you might see many valuable things that 
you have purchased over the years. It would be just as valuable to have a 
complete list of each item for your own records, as well as for insurance 
purposes. The list could include all pertinent information such as the cost and 
date of each purchase, along with the serial number and warranty information. 


A database is the right program to use to create a household inventory. When 
you create an inventory, you can display all the data, or just selected data such 
as the purchase date for all items. With the Works Database, you can: 


Create reports based on household and other inventories. 
Create forms to enter new information into inventories. 
Send database information in e-mail messages. 


Cut and paste information to and from the Works Spreadsheet. 
Start a blank database that you use to create your own database template. 


In this chapter, you will learn how to create a household inventory based on a 
template in the Works Database. You will create a new database, enter data 
using a form, and create a report. 


Database Concepts 


You'll get started working with databases faster if you understand these concepts: 


= Data. Data is any specific piece of information, such as a serial number, 
a birthday, a movie character’s name, or the title of an opera. 


m Field. A field is a single piece of information that you want to track for 
every item in your database. For example, a household inventory data- 
base might have a field called “Serial Number.” When you look at a 
database in List view, each field is shown as a column. 


= Record. A record is all the information about a single entry in your 
database. For example, a record for your television would include all the 
fields for the television, such as model number, serial number, and 
purchase date. In List view, a record is displayed as a row. 

= Format. Format determines the way the database displays and stores 
data. The Works Database lets you format data as text, number, date, 
time, fraction, and more. 
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Tips 


When to use a 
database 


Use the Works 
Database when you 
want to organize and 
keep track of items by 
recording specific 
details. 


Using forms 


Use a form to enter 
data into a database 
on a field-by-field 
basis. The Works 
Database contains 
predefined forms as 
parts of templates for 
book, CD, and video 
collections. 


Using reports 


Use a report to show 
and print all or part of 
your data, and to add 
summary information. 
A report is based on 
data you enter ina 
form or in List view of 
the database. 
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Working with 
views 


You can look ata 
database in different 
views: List, Form, Form 
Design, and Report. 
You can enter data in 
List and Form views. In 
Form Design view, you 
can change or move 
field names, labels, 
and objects. In Report 
view, you can preview 


reports and print them. 


Looking at the Works Database 


With the Works Database, you can choose how to enter information and also 
how to view it. The following picture shows a portion of the Home Inventory 
database in Form view created using the Works Home Inventory Wizard. The 
data you enter on this form is the data you later can look at as a report. 
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1 First record. Click to display the first record in the database. 
2 Previous record. Click to display the preceding record. 


3 Field Label. This label is part of the form that this database wizard 
creates for you. The label tells you what kind of information to enter. 


Record number. This shows the number of the current record. 
Next record. Click to display the next record in the database. 
Last record. Click to display the final record in the database. 
Field data. This is the data that becomes part of your database. 


NYDN A 
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The following picture shows the same database in List view. Notice that the 
information in the fields in the preceding picture now appears as a table in List 
view. The field labels have become the column heads. When you work in List 
view, you can add, delete, or change information that you entered in the form. 
The changes you make to data will be changed in all views. 
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1 Record. All the information in this row makes up one record. The data 
consists of everything you entered about an object or item in each field. 


2 Field. All the data in this column are of the same type because each item 


in this column came from the Description field in the form. 


Creating a Household Inventory 


The Works Database includes a wizard that helps you create your household 
inventory database by using a template. These templates include a book 
inventory database, a CD and tape database, and a video database. The follow- 
ing procedure describes how to create a household inventory. 


Starting the Works 
Database 


In the Task Launcher, 
click the Programs tab 
and click Works 
Database in the 
program list. In the 
task list, click a task, 
and then click Start 
this task. You can also 
click Start a blank 
database. 


Getting Started with Microsoft Works 7.0 


32 


Entering data 


You can enter data ina 
database in Form view, 
which allows you to 
enter data for one 
record at a time; or in 
List view, which allows 
you to enter data into 
any field in any record 
at any time. 


Moving through 
records in 
Form view 


You can move through 
records from first to 
last by clicking the 
Next record and 
Previous record arrows 
at the bottom of the 
window. When you 
have reached the last 
record, you can add a 
new record by clicking 
the Next record button. 
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To create a household inventory 


On the Programs tab of the Task Launcher, click Works Database. 
Click Home inventory worksheets. 

Click Start this task. 

Works displays the Works Home Inventory Wizard. 

Click Home Inventory, and then click Finish. 

Works displays the Home Inventory database form. Click a field and 


type the information you want to store in the database, such as descrip- 
tions of the household items, their categories, and so on. 


On the Record menu, click Insert Record to insert a record before the 
current record. 

-or- 

Click the Next Record button to add a new record following the current 
record. You can click the Last Record button to move to the end of the 
database and then click Next Record to add a new record to the end of 
the database. 


The Home Inventory form is now clear and ready for you to enter 
information for a new object in your home. Continue entering data and 
clicking Insert Record for each item you put in the inventory. 


On the File menu, click Save. 

Works displays the Save As dialog box. 

In the Save in list, choose a folder. 

In the File name box, type a file name, and then click Save. 
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When you have completed your Home Inventory database, you can: 


Insert, delete, or modify records and fields. 


Print the contents of the database in List view, print individual records in 
Form view, or print the whole database in Form view. 


Send the database as an attachment in an e-mail message. 
Create a report of all or part of the database. 

Save the database to a disk and keep the disk in a safe place. 
Save the database as a template to use for other databases. 


Viewing a Database Report 


To see all or a selected part of your database, you can create a report. Works 
Database reports can include summary information such as subtotals for 
categories or for all items. 


When you create a report, you can specify how you want the report to be 
organized according to the information in the database. For example, for the 
Home Inventory database, you can specify a report by category list or by 
location list. When you create a report based on a database template, the reports 
are already designed for you. 


To print a database report 


1 
2 


On the View menu, click Report. 


In the View Report dialog box, select the type of report you want from 
the Select a report list. 


Click Preview to see what the report looks like. 


If you are satisfied with the preview, click Print. If you are not satisfied, 
click Cancel. 


Repeat steps 1 and 2, and then click Modify to return to your report and 
make changes to the report definition. 


For more information about the Works Database, see Works Help. To take a 
Database Quick Tour, click Works Help on the Database Help menu, and then 
click Quick Tours: Database in the Start Using the Database Help topic. 
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Sorting data 


Sorting is a way to 
display records ina 
particular order based 
on the data ina 
particular field. For 
example, you can sort 
a book database 
alphabetically by 
author. To sort records, 
click Sort Records on 
the Record menu. 
Then choose the fields 
to sort by and the 
order in which to sort. 


Printing a report 


When you finish a 
report, you might want 
to print it. It’s a good 
idea to set up a printer 
with the latest printer 
drivers from the printer 
manufacturer before 
you print. 
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8 Setting an Appointment 


Wouldn’t it be great to remember every appointment you make, and all the 
family birthdays! When you use the Works Calendar, you can do all of that, and 
much more. You can: 


m Set appointments to occur once or on a regular basis. 


= Organize similar appointments by categories, such as medical, sports, or 
anniversary. 


Look at the Calendar by the day, week, or month. 

Import information from other calendar programs. 

Export Calendar appointments to HTML to post to a Web site. 
Send Calendar information in an e-mail message. 

Set reminders to notify you when an appointment is coming up. 


In this chapter you will learn how to set an appointment and a reminder. 


Calendar Concepts 


You’ll get started faster with the Works Calendar if you understand these 
concepts: 


= Appointment. A single commitment that has a specific starting and 
ending time. For example, a visit to the dentist on June 14 from 10 a.m. 
to 11 a.m. is an appointment. 

= Recurring appointment. An appointment that repeats on a regular basis 
at the same time, such as a regularly scheduled soccer practice. Appoint- 
ments can recur daily, weekly, monthly, or yearly. For example, taking a 
class that meets once a week is a recurring appointment. 

= Event. An activity that lasts for one or more days, or is not limited to a 
specific time or day, such as a fishing trip. 

= Reminder. A message displayed on your computer screen that informs 
you about an upcoming event. You can decide when and how often you 
want the reminder to appear. 

= Category. A group of appointments or events that are related. Examples 
of categories include Anniversary, Birthday, and Business. You can also 
create your own categories. 
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Tips 


Starting the 
Calendar 


You can start the 
Works Calendar from 
Windows. Click Start, 
point to All Programs, 
point to Microsoft 
Works b, and then click 
Microsoft Works 
Calendar. In Windows 
98 and Windows ME, 
click Start, point to 
Programs, point to 
Microsoft Works >, and 
then click Microsoft 
Works Calendar. 
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Your default 
calendar 


When you start the 
Works Calendar, you 
see a message asking 
if you want to make the 
Works Calendar your 
default calendar. 


This means that any 
appointments you 
make on your com- 
puter are made in the 
Works Calendar. Other 
calendar programs on 
your computer might 
include Microsoft 
Outlook® 
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Looking at Works Calendar 


One of the many useful features of the Calendar is the choice it offers in how 
you view it. You can choose to look at a day, a week, or a month at a time. The 
following picture shows the Month view. 
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New Appointment. Click to add a new appointment to the Calendar. 
Find. Click to search for an appointment by keyword, time, or category. 
Go to Today. Click to change the view to today's date. 

View Day. Click to change the view to one day. 

View Week. Click to change the view to one week. 

View Month. Click to change the view to one month (shown above). 
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Category Filter. Click to display or hide the appointment categories list. 


Getting Started with Microsoft Works 7.0 


Chapter 8: Setting an Appointment 37 


Setting a New Appointment 


Setting appointments is one of the primary uses of the Works Calendar. When 
you set an appointment, you can add as much information as you like, such as 
the address of the person you will be seeing. 


To set an appointment: 


1 On the toolbar, click the New Appointment button, or on the File menu, 
click New Appointment. Works displays the New Appointment dialog box. 

2 In the Title box, type a title for the appointment, and select Appointment 
starts and Appointment ends times. Type other details that are important 
to you. 

3 Click OK. 


After you set an appointment, you can refer to it by opening the Works Calen- 
dar. Then you can move to the day that the appointment occurs and double- 
click that appointment. It doesn’t matter which view you are using, you can 
always open an appointment by double-clicking the appointment. 


After you create an appointment, you can assign it to a category. The advan- 
tages of using categories include being able to see all related appointments at 
one time. For example, if you assign a birthday to the Birthday category, you 
can then see all birthdays on your Calendar at the same time by using the 
Category filter. 


Setting a Reminder 


When you set an appointment, it is a good idea to set a reminder to help your 
memory, particularly if the date of the appointment is well into the future. You 
can set a reminder when you first create the appointment, or at any other time. 


Adding 
appointments 


You can also add new 
appointments to your 
Calendar by selecting a 
day or hour and then 
typing directly into the 
selection. 


Getting more 
information 


To get information 
about the New 
Appointment dialog 
box, click the question 
mark icon on the 
dialog’s title bar. Then 
move the pointer to a 
label, box, or other 
control and click. The 
information that Works 
displays will help you 
decide which boxes to 
fill in. 
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Adding reminders 
to existing 
appointments 


You can add reminders 
to existing appoint- 
ments by double- 
clicking an appoint- 
ment in the Calendar 
to display the Edit 
Appointment dialog 
box. In the Reminder 
list box, click the down 
arrow and then click 
the amount of time 
before the appoint- 
ment that you want the 
reminder to be 
displayed. You can add 
comments to a 
reminder by typing in 
the Reminder text box. 
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A reminder is a short message that Works displays on your computer screen at a 
set time before the appointment begins. You can choose to have a reminder 
appear anywhere from one minute to several weeks before an appointment. 
When you set a reminder, you can add text to the message to help you recall 
something specific you might need to do before the appointment. To see that 
message, click the Open button on the View Reminders dialog box. 


To set a reminder: 


1 
2 


Select the appointment you want to set a reminder for. 
On the File menu, click Open Appointment. 
Works displays the Edit Appointment dialog box. 


In the Reminder box, select a time before the appointment at which you 
want the reminder to appear from the list; or enter a specific time, such as 
17 days, 22 hours, or 5 weeks. 


In the Reminder text box, click anywhere and then type the information 
you want the reminder to contain. 


Click OK. 


When the View Reminders message appears on your computer screen, you can 
click one of the following buttons: 


Open, to open the appointment and see or change the details you typed in 
the Reminder text box. 


= Dismiss Item, to cancel the currently selected reminder. 


= Dismiss All, to cancel all reminders in your list. 
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Note: Be very careful when you click the Dismiss All button; if you 
click this button, you can’t undo this action. 


Close, to close the View Reminders dialog box. 


9 Setting Up an Address Book = 


Most people today have so many addresses and phone numbers that it can seem 


like a full-time job to keep track of them all. Think of all the people you know Tips 

who have separate addresses, telephone numbers, pager numbers, fax numbers, 

and e-mail addresses for home and work. The Address Book can help you keep Starting the 

all the important addresses and numbers in one convenient place. Address Book 

You can use the Address Book to share information with Works programs, such In Windows, click Start, 
as the Calendar, and with other Microsoft programs. You can also: point to Programs, 


point to Microsoft 
Works >, and then click 


À . 3 : | Windows Address 
m Look at summary pages with all pertinent information available at a Book. 


glance. 


m Have several people use one Address Book. 
m Store personal information such as birthdays and anniversaries. 


m Send an e-mail message to contacts in your Address Book. 


In this chapter you will learn how to set up contacts in the Address Book. 


Address Book Concepts 
You'll get started faster with the Address Book if you understand these concepts: 


m Identity. An identity is a way to tell the Address Book who you are. 
Creating identities is a way for several people to use the Address Book on 
the same computer. If you create an identity, you can see your own 
contacts when you log on with your identity. You can create identities for 
each person who uses the Address Book. 


m Contact. A person who is listed in the Address Book is a contact. 


m Group. A group of people to whom you can send the same e-mail 
message at the same time. You can type the name of the group in the To 
box when you send a message. 
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Viewing 
information in the 
Address Book 


To change the way that 
the Address Book 
presents information, 
you can click any of the 
following items on the 
View menu: Large Icon, 
Small Icon, List, 
Details, and Sort By. 


Sorting 
information 


Sorting is a way to 
display information 
based on the content 
in a column. For 
example, if you select 
Sort By on the View 
menu and click Last 
Name, contact 
information is dis- 
played in alphabetical 
order by last names. 
You can sort informa- 
tion in any view. 
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Looking at the Address Book 


Like the other Works programs, you can look at the Address Book in different 
ways. You can look at information as a detailed list, as a series of address-card 
icons, and in other ways. The following picture shows the Address Book in 
Details view. 
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1 List area. Shows all the contacts currently in your Address Book. Groups 
are listed in bold. The contact list in this picture is sorted by Last Name. 


2 Selected contact. The contact you click is highlighted. 
Text box. Where you type the name of the contact you want to find. 


4 Quick Summary. Displays detailed information for the selected contact. 
To see a summary, click a contact and move your mouse pointer over it. 


LI 
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Adding Contacts to the Address Book 


A frequent task done in the Address Book is setting up contacts. You set up a 
contacts list by adding new names. 


To add contacts to the Address Book 


1 On the File menu, click New Contact. 

2 Inthe Properties dialog box, if it’s not already selected, click the 
Name tab. 
Type the information about the contact you are adding to the Address 
Book. You do not have to fill in every box, but it is a good idea to type 
the first and last name and an e-mail address. 

3 Click each of the remaining tabs and type the information that you want 
to keep in the Address Book. 
For example, click the Home tab and type information in the Street 
Address, City, State/Province, Zip Code, Country/Region, and Phone 
boxes. 


After you add a contact to the Address Book, you can add to or change any 
information by double-clicking the row containing the contact in List view. 
Then you can make the changes on the appropriate tabs in the Properties 
dialog box for that contact. 


For more information, see Help in the Address Book. 


Adding contact 
information 


You can add more 
information than just 
phone numbers or e- 
mail addresses for a 
contact, such as 
addresses, birthdays, 
or anniversaries. 
Double-click the 
contact and then you 
can click tabs in the 
Properties dialog box, 
such as Personal or 
Other, and enter other 
information. 
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10 Collecting Pictures, Text and Sounds * 


With your computer, the world is literally at your fingertips. As you surf the 
Internet and correspond with other people, you'll find pictures, articles, quotes, 
and sounds that you want to keep and use in e-mail messages, on Web sites, in 
photo albums, for documents, and for comparison shopping. 


Just as you need a way to cut pictures or articles from magazines and store 
them, you need a way to clip computer pictures, text, and other items and store 
them. The Works Portfolio is a great way to collect text, images, and other 
information and then organize and store everything in Portfolio collections. 


When you copy items from the Portfolio to other destinations such as docu- 
ments or e-mail messages, the original copy remains in the Portfolio so you can 
use it again. 


You can keep the Portfolio visible at all times as a small icon on your desktop. 

Then when you come across something you like, just copy and paste it, or drag 
and drop it onto the Portfolio. You can create as many collections as you want 

to help organize the items you find. 


With the Works Portfolio you can: 


m Copy pictures, text, and animations from the Web, e-mail messages, other 
documents, other computers, and more. 

m Copy sounds (audio clips). 

= Organize items by moving them within a collection, creating a new 
collection for another group of items, or moving items from one collec- 
tion to another collection. 

m Put the items you collect into a new document, an e-mail message, a 
Works template, or into a folder on your computer’s hard disk. 


When you add items to a Portfolio collection, Works displays a small picture of 
the item. For example, if you copy a picture into a collection, Works displays a 
small version of the picture. If you copy text, Works displays a picture that 
represents text. If you copy sounds, you see an icon that represents sounds. 


Tips 


Using the Portfolio 


The Portfolio runs 
whenever you start 
Windows. You can 
choose not to run it 
each time you start 
Windows by clearing 
the Start the Works 
Portfolio every time | 
start Windows box in 
the Options dialog box. 


You can close the 
Portfolio by clicking 
Tasks, and then 
clicking Close. To 
restart the Portfolio, 
start the Works Task 
Launcher, click the 
Programs tab, click 
Works Portfolio, then 
click Start Works 
Portfolio. 
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Using drag and 
drop to copy 
pictures to the 
Portfolio 


Select the picture that 
you want to copy by 
clicking it. Hold down 
the mouse button and 
drag the mouse pointer 
to the new location 
where you want to copy 
the picture. Then 
release the mouse 
button. 


Portfolio Concepts 


You'll get started working faster with the Works Portfolio if you understand 
these concepts: 


Collection. A group of items such as text, images, and sounds. You can 
copy selected items or an entire collection into other documents or e-mail 
messages. You can also send selected items or an entire collection to 
other programs, documents, e-mail messages, or a file, and then print 
them. 

Drag and Drop. A process for copying items from a source, such as a 
Web page, to a destination, such as a Portfolio collection; or from a 
Portfolio collection to another destination, such as a Web page or a word 
processing document. You use your mouse to drag and drop. 

Copy and Paste. A process for copying items from a source to a 
destination using menus. 

Item. A single piece of information in a collection. An item can be an 
excerpt of text, a file, a picture, an audio clip, or animation. 

Comments. Notes you add to an item as you copy it into the Portfolio. 
You also can add comments to items already in the Portfolio by double- 
clicking the item. 

Thumbnail. A small representation of an item. You can double-click a 
thumbnail of a picture to display a larger version of the picture and to get 
more information about the picture. 

Details. A description of an item that includes comments, the original 
location of the item, and a representation of the item. You can see the 
details of an item by double-clicking an item in a collection. 

Source Location. The place from which you copied an item. 


Looking at the Works Portfolio 


The Works Portfolio can be open whether or not Works is running, so you can 
always copy items into a Portfolio collection. The following picture shows a 
Portfolio collection as it looks when you drag it to a corner of your computer 
screen (Docked view) and move the mouse pointer over an item. 


Getting Started with Microsoft Works 7.0 


Chapter 10: Collecting Pictures, Text, and Sounds 45 


(Canmore s 
Tim phdagpaoh cara bore [bp Sa 


1 Compact view button. Click to minimize the Portfolio. You can drag the 
Portfolio around your computer screen. If you move it to any corner of 
your computer screen, Works automatically switches the Portfolio to 
Docked view where it remains until you move it. 

2 Tasks menu. Click to choose actions that affect the entire collection. 
Click Tasks to create a new collection, send a collection to a different 
destination such as a blank document, set Portfolio options, and more. 

3 Docked view button. Click to automatically move the Portfolio to a 
corner of your computer screen and display it as either a horizontal or 
vertical bar. 

Note: When you work with the Portfolio in Docked view, it reserves 
space on your desktop. As a result, some of your other windows may 
appear smaller. To regain this space, click the Compact view button 
located on the Portfolio toolbar. 

4 Gallery view button. Click to expand the Portfolio to its largest size. As 
in the other views, you can add comments to an item, add new items, and 
send items to various destinations. You can resize the Portfolio in Gallery 
view by dragging a corner resize arrow. 

5 Current collection menu. The name of the collection currently dis- 
played. Click the current collection menu to display a list of collections. 
The menu name changes to reflect the name of the collection currently 
displayed. Only one collection is displayed at a time. 

6 Item. An icon that represents an item in the current collection. This 
example represents a picture. 

7 Selected item. Click to select an item. The currently selected item is 
enclosed within a box with the Actions menu displayed below it. Click this 
menu to display options for common actions such as Copy and Print Item. 
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Adding pictures 
that appear as 
thumbnails on a 
Web site 


Some pictures on Web 
sites are displayed as 
reduced-size images 
called thumbnails. You 
might have to click the 
thumbnail to open it. 
Then drag or copy the 
full-size picture into 
your collection. 


8 


Actions menu. Click to choose actions that affect only the item or items 
you select. To display the Actions menu, click one or more items. Choose 
Actions to copy, cut, delete, or send an item to another document. 

Item description. A description Works displays when you move your 
mouse pointer over an item. An item does not have to be selected for its 
description to be displayed. The description includes any comments you 
added and a description of where you got the item. 


Adding a Picture to a Collection 


You can add pictures to a Portfolio from a variety of sources, including from 
your computer, other computers, clip art sources, e-mail messages, or the 
Internet. 


Important Note: Some pictures, sounds, and text on the Internet are protected 
by copyrights. Be sure to observe all copyright laws before using any copy- 
righted material. 


To copy a picture from the Internet into an open collection 


1 


an A 


Click to select the picture you want to copy. 

With the right mouse button, click the picture to display a shortcut menu. 
On the shortcut menu, click Copy. 

With the right mouse button, click the Portfolio. 

On the shortcut menu, click Paste. 

Works displays the Item Details dialog box. You can type comments, 
such as the date on which you copied the picture, in the Comments box. 
Note: This dialog box appears only if you have the Add comments to 
items when copying them into a collection check box selected in the 
Options dialog box. 

Click OK. 
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Adding a Text Item to a Collection AT AASTA 


A picture might be worth a thousand words, but there will be times when you from a collection 
need the thousand words. With the right mouse 
button, click the item 
To copy text into a collection you want to delete, and 
then click Delete on 
the Actions menu. You 


1 Switch to the document from which you want to copy text. 


2 To select the text, click at the beginning of the text, and then hold down can also delete an 
the mouse button as you drag to the end of the text. entire collection by 

3 With the mouse button, click the text and hold down the mouse button as clicking Tasks, and 
you drag the text on top of the Portfolio. then clicking Delete 
Works displays an icon of the text you copied into the collection. Current Collection. 


Sending Collection Items to Other Documents 


After creating a collection of interesting material, you can move one, multiple, 
or all items in a collection into other documents. 


Note Ifthe document you want to insert items into is open, you can copy and 
paste or drag and drop information from a collection into the document. 
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Managing 
collections 

To free up space on 
your computer’s hard 
disk, it is a good idea 
to go through your 
Portfolio collections 
periodically and delete 
unwanted items or 
move them to a floppy 
disk. 


To send an item to another destination 


1 In the Portfolio, open the collection containing the item you want to copy. 
2 Click the item you want to copy. 


3 Click Actions, point to Send Item To, and then click the destination to 
which you want to copy the item: 


m Ifyou choose A Blank Document, Works starts your word processing 
program and you can copy the item into a blank document. 


= Ifyou choose A Works task, Works displays the Pick a task dialog 
box so you can copy the item into one of Works’ many templates. 

m Ifyou choose E-mail, Works starts your e-mail program, opens a new 
message, inserts the item or items into the message, and fills in the 
Subject line. All you have to do is type the recipient’s e-mail address 
and a short note, and send the message. 

= Ifyou choose A Directory, Works displays the Browse for Folder 
dialog box. Locate the folder in which you want to save the item. 


If you want to copy an item from one collection to another, select the item and 
make a copy by using the Copy command on the Actions menu. Then open the 
collection into which you want to copy the item by clicking the current collec- 
tion menu (under the Tasks menu), and then clicking the collection name. To 
copy the item into the current collection, click with the right mouse button in 
the display area, and then click Paste. 


Remember that when you send copies of the items in your collection to other 
destinations, the original copy remains in your collection so you can use it 
again, or you can choose to delete it. 


For more information about using the Portfolio, see online Help. You can also 
click Using the Works Portfolio or Organizing Portfolio Information on the 
Help menu for Portfolio Quick Tours. 
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One of the advantages in using a computer is the ability to save your work, and 


then come back to work on it later. It's important to organize the documents Tips 

you save so that you can find them later. If you think of your Works documents 

as pieces of paper you want to keep, then you can think of your computer as a Opening the 
filing cabinet. Desktop 


When you start your 
computer, Windows 
displays the Desktop. 
You can use the 
Desktop to get to many 
things that are 
available on your 
computer, such as 
programs and files. 
The Desktop is like a 
big drawer in a file 
When you write an important letter, you follow a series of steps like these: cabinet. 
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m Type the letter on a piece of paper. 
m Put the piece of paper in a folder. 
m Put the folder into a drawer in a file cabinet. 


You follow a similar series of steps when you work with a computer: 


= Type the letter on your computer and save it as a file. 
m Put the file in a folder such as My Documents. 
m The folder is stored on your computer’s hard disk. 


The advantages of saving and storing your work in folders include: 


= Protecting your documents from accidents while you work, for example, 
accidentally deleting something important. 

m Making sure you have a version of the document for your records. 
Having a document that you can use now and change in the future. 

m Organizing your work so you can find it again later. 


In this chapter you will learn how to save your work in a file, and then open 
the file. 
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When to use Save, 
and when to use 
Save As 


The first time you save 
a document as a file, 
you see the Save As 
dialog box, regardless 
of whether you clicked 
Save or Save As on the 
File menu. You can 
save the file in the My 
Documents folder or 
choose a different 
folder. 


Once you've saved the 
file, you can click Save 
any time you are 

working on it to save it. 
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File Saving Concepts 
You'll get started faster if you understand these concepts: 


m File name. Every file must have a unique name. A file name should be 
meaningful so that you'll know what is in the file when you or others 
open the file in the future. 

m File type. Every file has a type, or format, such as text or graphics. Each 
file format has a three-character file type associated with it that identifies 
the program you used to create the file. For example, the file type and 
extension for the Works Database is .wdb. In most cases, you don't have 
to type a file type when you save a file because the program you are using 
does it for you automatically. 

m Template. A type of file that is used as a model for other files. A 
template usually includes formatting and layout. 

= Folder. A container in which you save documents or create subfolders. 

m My Documents. A folder on your computer's hard drive that is also 
displayed as an icon on the Windows desktop. This folder provides a 
convenient place to store documents, graphics, or other files that you 
want to locate quickly. Works stores your documents in My Documents 
unless you choose a different folder. You can move files from My 
Documents into other folders you create. 


Looking at the Save As Dialog Box 


When you save your work for the first time, you use the Save As dialog box, 
shown in the following picture. Works and many other Microsoft products use 
the Save As dialog box. 
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File list. A list of all the files and subfolders currently in the folder you 
selected in the Save in box. 

Save in list. Use this box to choose a folder in which to save your work. 
You can click the down arrow and select a location from the list, like the 
list shown in this picture. 

File name. Use this box to type a name for a file. Be sure that each file 
has a unique name that describes the file. 

Save as type. Use this box to choose a file type. Most of the time you 
don’t have to choose the file type — Works does this for you. 

Template. Click this button to save the document as a template that you 
can use as a basis for similar documents. 
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Starting the Task 
Launcher 


Click Start in Windows, 
point to All Programs, 
point to Microsoft 
Works, and then click 
Microsoft Works Task 
Launcher. In Windows 
98 and Windows ME, 
point to Start, point to 
Programs, point to 
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Saving a File 


It’s a good practice to save your document often as you work. You can print 
your document or send it to someone in an e-mail message, but you won’t have 
a version of the document on your computer unless you save it. 


To save a document 


1 


2 


On the File menu of the program you’re using, click Save As. Works 
displays the Save As dialog box. 

In the Save in box, select a folder to save the file in. Works saves your 
documents in the My Documents folder unless you choose a different 


folder. Click the down arrow in the Save in box to display of list of other 
folders. You can double-click the folders in the list, such as My Com- 
puter, to see the files and other folders that each folder contains. 

3 In the File name box, type a unique name that has meaning to you. 
You don’t have to type or select anything in the Save as type box. Works 
automatically includes the file type. If you want to use the document in a 
different program, save the file as a different type by clicking the down 
arrow and selecting a type from the list. 

4 Click Save. Works saves the file on your computer’s hard disk in the 
folder you chose. 


Microsoft Works, and 
then click Microsoft 
Works Task Launcher. 


After you save a document for the first time, you can save changes you make 
by clicking Save on the toolbar. 


Opening a File from the Task Launcher 
You can open files from the Works Task Launcher by using the: 


m Tasks page to locate and open a file created with the help of a wizard. 
When you click a task name and category, Works displays a list of files 
created with that wizard. 
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= Programs page to locate and open a file created with the help of a 
wizard. When you click the program and task you used to create the file, 
Works displays a list of files created with that wizard. 

= History page to locate and open any file created using a Works program, 
such as the Works Spreadsheet or Database. 


Using the History tab is the fastest way to locate and open your document. 


To open a document from the History tab 


1 Inthe Task Launcher, click the History tab. 
2 Inthe document list, click the name of the document that you want to 
open. 


Opening a document from the Tasks page is nearly the same as opening 
a document from the Programs page, except that you start by clicking a 
category, and then a task name. 


Opening a File from within a Program 


You can open a file when you’re working in a Works program. 


To open a document as you work in a program 


1 On the File menu, click Open. Works displays the Open dialog box. 

2 Inthe Look in box, click the down arrow, and then double-click a folder 
or computer drive that contains the file you want to open. Works displays 
a list of files and folders. 

3 Click a file in the file list or type the filename in the File name box. 

4 Click Open. 


After you work on the document, be sure to save it. 
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12 Creating a Mail Merge Document o 


Your investment club is so successful that you are ready to add new members. 
You have the names and addresses of prospective members in your Address 
Book, and you want to send letters inviting them to your next meeting. How- 
ever, you don’t want to type everyone's name and address into a separate letter. 
With Microsoft Works, you can use mail merge to add names and addresses 
automatically. 


The term mail merge means combining information from one source, such as 
an address book, into a document, such as a form letter, that is set up to use 
merge information. For your investment club letter, this means merging names 
and addresses in the Address Book into a form letter that you create in the Word 
Processor. The result is a separate version of the form letter for each person in 
the mailing list. 


After you create the mail-merge document, you can: 


m Print a separate letter for every name on the mailing list. 

m Save the mail-merge document to a new document that you can use as the 
basis for other mail-merge documents. 

m Send the letters in e-mail messages. 


In this chapter, you will learn how to create a form letter in the Word Processor and 
how to merge address information from the Address Book into the form letter. 


Mail Merge Concepts 


You'll get started creating mail-merge documents faster if you understand these 
concepts. 


m Main document. A document, such as a Word Processor document, that 
contains blank fields into which information from a data source can be 
merged. The main document often contains information that you want to 
repeat in each copy of the final, or merge document. For example, in a form 
letter, the main document might contain text and directions to a meeting. 


Tips 


When to use 
a mail merge 
document 


Use a mail-merge 
document when you 
have a list of people or 
businesses that you 
want to mail informa- 
tion to. By using a mail- 
merge document, you 
avoid having to write or 
type each individual 
name and address. 
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Data source. A program (such as the Address Book), document, or file 
that contains the names and addresses that you use in the merge docu- 
ment. 


Merge document. The final document into which the name and address 
from a data source have been inserted. This is the document you send to 
each recipient. The merge document often contains text that is the same 
in every version of the document (such as the content of the letter) and 
information that is different in every version (such as a person’s name 
and address). Examples of merge documents are form letters and mailing 
labels. 

Mail merge. The process of combining information from a data source 
into the main document, to produce a merge document for each person 
you choose from the data source. 

Merge fields. Locations in a main document into which specific items of 
information, such as a name and address, from a data source are placed. 


Looking at a Mail-Merge Document 


The following example shows a mail-merge document in the Word Processor 
after merge fields are added from the Address Book. 


1 


25 
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<<Piret_Mame>> << Rome > 

Home Adda Birsel o> 

=< Home_Adee gp Cily 2> 

“Home Adda Maa or Province 33 
<< Home_Adebege Combi >> 

Home Ades Poslal Codes> 


Dew << Firei Nameko i 


You have been recommended at 4 polential nar mambar 
for gur fuca pef club 


Flaara join aa al my home on December 1" for the mazi 
meeting of our club 


amiak, 


Tahn Fortine 
RSVP 
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1 Recipient's name. This line contains two fields from the data source: the 
recipient’s first name and the recipient’s last name, separated by a space. 

2 Recipient’s address. This group of fields comes from the address 
information in the Address Book. 

3 Salutation and recipient’s first name. This line in the form letter 
contains the recipient's first name and the salutation, which can also 
come from the Address Book. 

4 Text of form letter. This is the text you type in the form letter. It is part 
of each merge document you create. 


Creating a Mail-Merge Document 


You can create a mail-merge document in the Word Processor that includes 
everything you need: the text that appears in each version of the document 
(although names and addresses change) and the names and addresses from a 
data source. 


IMPORTANT To create a mail-merge document, you must have a data 
source, such as the Address Book, with the names and addresses you want to 
include in the mail merge already entered. 


To create a main document 


1 Click Start, point to Programs, and then click Microsoft Works. 
In the Works Task Launcher, click the Programs tab. 

In the program list, click Works Word Processor. 

Click Start a blank Word Processor document. 


Type the text of the letter, and leave room for the information that you 
will merge into the letter, such as the name and address of each recipient. 


Mm BB WN 
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Punctuating 
your mail-merge 
document 


When you merge 
information, Works 
does not add punctua- 
tion or formatting. In 
your mail-merge 
document, be sure to 
add spaces between 
fields, commas, and 
other punctuation you 
want. You can also 
format the fields in the 
same way that you 
format other text ina 
document. 
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To create a mail-merge document with the Address Book 


1 


2 


In your main document, on the Tools menu, point to Mail Merge, and 
then click Open Data Source. 

In the Open Data Source dialog box, click Merge from the Address 
Book. 

Position the insertion point where you want to insert the first merge field, 
by clicking your mouse button at the location. 

In the Insert Merge Field dialog box, click the name of the first field 
you want to include. 

You can click Address Block to include the address information on the 
Home page in your Address Book. Continue adding the fields you want. 
In the Insert Merge Field dialog box, click View Results. 

Works creates a letter for each person in your Address Book. Use the 
arrows in the View Results box to review the letters and make any 
changes you want before printing. 

On the File menu, click Print. 


Works prints a separate letter for each person in your Address Book. 
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Handheld Devices 


You can use Works as the centralized location for your Works Calendar and 
Address Book data, even if you also store that data on a handheld device. You 
can synchronize names and addresses in your Address Book with Windows” 
CE based devices and Palm™ compatible devices. 


Synchronization Concepts 


You’ll get started working faster with synchronization between Works and your 
hand-held device after you understand these concepts. 


m Synchronization. The process of making sure that when information 
changes in one place, such as your Address Book, those changes also 
appear in another place, such as your hand-held device. 

= Microsoft® ActiveSync? The synchronization program that you use with 
Windows CE based devices. 

= HotSync? The synchronization program that you use with Palm™ 
compatible devices. 

m Cradle. A device that holds your handheld device and allows it to 
connect to your computer. 

= Partnership. A relationship between a Windows CE based device and 
your computer describing the information they are sharing and how it is 
shared. You must have at least one partnership to synchronize Works 
information with your Windows CE based device. 


Setting Up Synchronization 


To synchronize your Works Calendar and Address Book information with your 
hand-held device, you must first set up the synchronization program for your 
device. 
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To set up synchronization with Windows® CE based devices 


11 


Install ActiveSync on your computer if you have not already done so. 


Connect your Windows CE based device to your computer following the 
instructions that came with the device. 


Start the Works Task Launcher. 

Click the Tasks tab. 

In the Tasks list, click Synchronization. 

In the task category, click Windows CE device synchronization. 
Click Start this task. 

In the Works Synchronization Setup message, click OK. 


In the Install Application message, click Yes to continue, or click 
Cancel to cancel the installation. 


In the Application Download Complete message, click OK. 
Turn off your Windows® CE based device, and then turn it back on. 


To set up synchronization with Palm™ compatible devices 
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Install HotSync on your computer if you have not already done so. 


Connect your Palm™ compatible device to your computer following the 
instructions that came with the device. 


Start the Works Task Launcher. 

Click the Tasks tab. 

In the tasks list, click Synchronization. 

In the tasks category, click Palm™-compatible device synchronization. 
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7 Click Start this task. 

8 In the Microsoft Works message asking if you want to make Works the 
default application to synchronize Calendar and Address Book informa- 
tion with your Palm™ compatible device, click OK. 

9 In the Microsoft Works message informing you that HotSync synchroni- 
zation with Works is complete, click OK. 


Synchronizing and Transferring Data 


After you have set up the synchronization program for your hand-held device, 
you can easily synchronize the information on your computer and on your 
hand-held device. 


To synchronize data between Works and Windows® CE 
based devices 


= Connect your Windows CE based device to your computer by using the 
cable and the cradle that came with the device. 


All synchronization between Works on your computer and your Windows CE 
based device is completely automatic. Even if Works is not running when you 
connect your Windows CE based device to your computer, all changes and new 
data in your Works Calendar and Address Book will be updated. 


Tip 


The synchronization 
program that you need 
for your hand-held 
device is included on 
the CD that came with 
the device. Insert the 
CD in your computer 
and follow the setup 
instructions. 
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To synchronize data between Works and Palm™ compatible devices 


1 Connect your Palm™ compatible device to your computer by using the 
cable and cradle that came with your device. 


2 Place your Palm™ compatible device in its cradle. 


3 Press the synchronization button in the cradle each time you want to 
synchronize data. 
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Appendix: Accessibility for People 
with Disabilities 


Microsoft is committed to making its products and services easier for everyone to use. This document provides 
information on the following features, products, and services that make Microsoft® Windows®and Microsoft 
Works more accessible for people with disabilities: 

Features and hints for customizing Windows 

Microsoft services for people who are deaf or hard-of-hearing 

Microsoft software documentation online, or on audiocassette, floppy disk, or CD 

Third-party utilities that enhance accessibility 


Other products and services for people with disabilities 


Customizing Windows 
There are many ways you can customize Windows to make your computer more accessible. 


= Accessibility features have been built into Windows since the introduction of Windows 95. These features 
are useful for individuals who have difficulty typing or using a mouse, have moderately impaired vision, or 
who are deaf or hard-of-hearing. You can install these features during setup, or you can add them later 
from your Windows installation disks. For information about installing and using these features, look up 
“accessibility” in the Windows Help Index. 

m You can add some of the accessibility features built into Windows to earlier versions of those products, and 
to MS-DOS, through Access Pack files. You can download these files or you can order them on disks from 
Microsoft. (See details in “Accessibility Notes and Utilities to Download” later in this appendix.) 

m You also can use Control Panel and other built-in features to adjust the appearance and behavior of 
Windows to suit varying vision and motor abilities. These include adjusting colors and sizes, sound 
volume, and the behavior of the mouse and keyboard. 

m In Windows 98, Windows ME,, and Windows XP, the majority of accessibility settings can be set through 
the Accessibility Wizard or Control Panel. The Accessibility Wizard presents features sorted by disability, 
making it easy to customize Windows to individual needs. The Accessibility Wizard also enables you to 
save your settings to a file that can be used on another computer. 

= Dvorak keyboard layouts make the most frequently typed characters on a keyboard more accessible if you 
have difficulty using the standard QWERTY layout. There are three Dvorak layouts: one if you type using 
two hands, one if you type with your left hand only, and one if you type with your right hand only. You do 
not need to purchase any special equipment to use these features. 


The specific features available, and whether they are built-in or must be obtained separately, depend on which 
operating system you are using. 


For full documentation on the accessibility features available in the operating system you are using, obtain the 
documents listed below. 


Getting Started with Microsoft Works 7.0 


64 Appendix: Accessibility for People with Disabilities 


Accessibility Notes and Utilities to Download 


The following documents explain how to customize Microsoft Windows for users with disabilities. Specific 
instructions for downloading the files immediately follow this list. 


For You Need 
Customizing Windows for Individuals with Disabilities (describes all Microsoft Knowledge Base 
accessibility documents and includes links to download them; this article Q165486. 


article will be updated when new versions of Microsoft operating 
systems are released) 


Dvorak keyboard layouts for people who type with one hand GA0650.EXE 


To Download the Files 


If you have a modem or another type of network connection, you can download the accessibility files from the 
following network services: 
= The Microsoft Accessibility and Disabilities Web site on the Internet, http://microsoft.com/enable. 


m Support Online from Microsoft Technical Support at http://support.microsoft.com. Choose the appropriate 
application from the list labeled “My search is about” (or choose “All Microsoft Products) and enter 
“Q165486” in the text box labeled “For solutions containing.” The search results will display a link to the 
Knowledge Base article, “Customizing Windows for Individuals with Disabilities,” which includes links to 
all of the documents listed above. 


= For other accessibility articles, choose the appropriate application from the list labeled “Search” and enter 
“kbenable” in the text box labeled “For solutions containing.” 


= Microsoft Internet server at ftp.microsoft.com, in /softlib/mslfiles. 


Microsoft Services for People Who Are Deaf or Hard-of-Hearing 


If you are deaf or hard-of-hearing, complete access to Microsoft product and customer services is available 
through a text telephone (TTY/TDD) service. 


Customer Service 


You can contact the Microsoft Sales Information Center on a text telephone by dialing (800) 892-5234 between 
6:30 A.M. and 5:30 P.M. Pacific time. 
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Technical Assistance 


For technical assistance in the United States, you can contact Microsoft Technical Support on a text telephone at 
(800) 892-5234 between 6:00 A.M. and 6:00 P.M. Pacific time, Monday through Friday, excluding holidays. In 
Canada, dial (905) 568-9641 between 8:00 A.M. and 8:00 P.M. eastern time, Monday through Friday, excluding 
holidays. Microsoft support services are subject to the prices, terms, and conditions in place at the time the 
service is used. 


Microsoft Documentation in Alternative Formats 


In addition to the standard forms of documentation, many Microsoft products are available in other formats to 
make them more accessible. 


Many of the Microsoft Works documents are also available as online Help, and the online Getting Started 
manual, included with the package. 


If you have difficulty reading or handling printed documentation, you can obtain many Microsoft publications 
from Recording for the Blind & Dyslexic, Inc. RFB&D distributes these documents to registered, eligible 
members of their distribution service, either on audio cassettes or on floppy disks. The RFB&D collection 
contains more than 80,000 titles, including Microsoft product documentation and books from Microsoft Press. 
You can download many of these books from the Microsoft Web site at http://microsoft.com/enable/. 


For more information, contact Recording for the Blind & Dyslexic at the following Web address: 


Recording for the Blind & Dyslexic, Inc. World Wide Web: 
20 Roszel Road http://www.rfbd.org/ 
Princeton, NJ 08540 


Utilities to Enhance Accessibility 


A wide variety of hardware and software products are available to make personal computers easier to use for 
people with disabilities. Among the different types of products available for the MS-DOS and 
Windows operating systems are: 

= Programs that enlarge or alter the color of information on the screen for people with visual impairments 


= Programs that describe information on the screen in Braille or synthesized speech for people who are blind 
or have difficulty reading 


Hardware and software utilities that modify the behavior of the mouse and keyboard 
Programs that enable people to “type” by using a mouse or their voice 
Word or phrase prediction software that allow users to type more quickly and with fewer keystrokes 


Alternative input devices, such as single switch or puff-and-sip devices, for people who cannot use a 
mouse or a keyboard 
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Getting More Accessibility Information 


In addition to the features and resources already described, other products, services, and resources for people 
with disabilities are available from Microsoft and other organizations. 


Microsoft 


Microsoft provides a catalog of accessibility aids that can be used with the Windows operating systems. You can 
obtain this catalog from our Web site: 


Microsoft Sales Information Center World Wide Web: 
One Microsoft Way http://microsoft.com/enable/ 
Redmond, WA 98052-6393 


Trace R&D Center 


The Trace R&D Center at the University of Wisconsin-Madison publishes a database of more than 18,000 
products and other information for people with disabilities. The database is available on their site on the World 
Wide Web. The Trace R&D Center also publishes a book, titled Trace ResourceBook, which provides descrip- 
tions and photographs of about 2,000 products. To obtain these materials, contact: 


Trace R&D Center World Wide Web: 
University of Wisconsin-Madison http://trace.wisc.edu/ 
5901 Research Park Boulevard 

Madison, WI 53719-1252 
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